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1.0 Delivery Process  
There are several key steps and resources required to carry out the recommendations from 
this Transportation Master Plan. The success of project delivery will rely on a clearly defined 
process for implementation, starting from project initiation through to the ongoing monitoring 
stages of the project. A delivery process was developed below to distinguish key stages of a 
project or program, along with its expected responsibilities and scope. A clearly defined role 
helps set expectations and provide direction to assure efficient delivery. The same delivery 
process was used to develop the roles and responsibilities matrix provided in the following 
section.    

1. Planning – This phase establishes the foundation for the project by identifying needs, 
securing funding, and aligning the project with municipal policies and long-term 
transportation plans. It involves stakeholder engagement, feasibility studies, and advocacy 
to ensure the project aligns with community goals and available resources.   

2. Design and Programming – This phase focuses on translating the project vision into 
tangible designs and plans. It includes vendor procurement, creating detailed designs, and 
programming the project timeline and budget. Effective collaboration with stakeholders is 
critical to ensure the design meets technical and community needs.   

3. Implementation – This phase involves project construction and coordination of operational 
works to assure integration with the transportation network. It can also involve promoting 
the project to encourage public use and ensure its benefits are realized. Effective 
coordination between contractors, Town staff, and stakeholders is essential to minimize 
disruptions and assure execution quality.   

4. Monitoring – This phase ensures the project delivers long-term benefits through 
performance monitoring, maintaining infrastructure, and enforcing regulations. Data 
collection and analysis are critical to evaluating success and identifying areas for 
improvement. Documentation is equally important to ensure traceability and accountability.    

1.1 Transitionary Stages 
Ensuring a smooth project handoff requires intentional planning, clear communication, and 
structured processes. Town projects involve multiple stakeholders, regulatory requirements, 
and cross-disciplinary involvement. Therefore, an organized project handoff is crucial for 
ensuring the successful implementation of a project, especially when transitioning 
responsibilities from one department to another. A well-structured handoff:  

• Minimizes risks and errors,  
• Maintains continuity and cohesion, 
• Ensures that all stakeholders are aligned with the project's goals and requirements, 
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• Establishes clear ownership and accountability for the next phase of the project, 
• Fosters collaboration between departments through open communication and shared 

understanding,  
• Saves time and resources, and  
• Supports knowledge transfer.  

Below is a checklist of actions or processes that should be taken to ensure a seamless project 
handoff between each stage of the project delivery path.  

Item  Checklist ☑ 
1 Document 

Review 
Ensure project plans, timelines, budgets and deliverables for the 
phase are complete and up to date. 

 

  Document lessons learned, challenges faced, and solutions 
implemented during the phase. 

 

  Ensure all project documents are saved on a centralized shared 
platform (e.g., cloud-based system) for easy reference by the 
receiving team.  

 

2 Handoff 
Meeting 

Schedule a formal handoff meeting to provide all project 
documents and discuss: 
• Project scope and goals 
• Current status and progress 
• Timelines and deliverables for the next phase 
• Contact information for key personnel who can provide support 

during the transition 
• The minutes of this handoff meeting should be documented.  

 

  Address any questions, clarify expectations, and ensure 
alignment. 

 

  Identify potential risks or challenges that may arise during the 
handoff and develop mitigation strategies. 

 

  Ensure the receiving team is aware of any unresolved issues or 
dependencies. 

 

3 Knowledge 
Transfer 

Schedule and provide training or walkthroughs to the receiving 
team, if required 

 

4 Sign-Off 
and 
Approval 

Obtain formal sign-off from both the handing-over and receiving 
teams to confirm that the handoff is complete and all necessary 
information has been transferred. 

 

  Maintain a record of the handoff process for future reference and 
accountability. 
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Item Checklist ☑ 
5 Follow-Up 

and 
Support 

Schedule follow-up meetings or check-ins as needed to address 
any issues that arise after the handoff. 

 

  Provide ongoing support to the receiving team as needed to 
ensure a smooth transition. 
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2.0 Responsibility Matrix  
The Transportation Master Plan has recommended numerous follow-up studies, programs and 
initiatives to support the policy framework and deliver / operate network improvements. The 
success of these recommendations relies on a pragmatic implementation plan that prescribes 
the required staff resources to deliver or procure / manage consultancy services.   

2.1 Town Departments  
Implementation will take on a collaborative effort involving partnerships, communication and 
coordination. The delivery of the Transportation Master Plan will be coordinated by staff 
amongst various departments. 

At the time of this study, the following Town departments and supporting groups were 
identified for the purposes of establishing a roles and responsibilities matrix to support the 
delivery of transportation master plan projects.  

Department Sections 
Oakville Transit Planning and Administration 
 On Demand Services 
 Transit Operations 
Transportation and Engineering Transportation Planning  
 Design and Construction 
 Neighbourhood Traffic Safety 
 Right-of-Way Management  
Road and Works Operations Traffic Operations 
 Road Operations 
 Fleet Operations 
Asset Management  
Planning and Development Planning Services  
 Development Engineering 
 Urban Design 
 Policy Planning and Heritage  
Economic Development Financial Policy and Planning  
Finance Development Financing and Investment Purchasing   
Parks and Open Space Parks Capital Planning and Management Forestry Services  
Communications and Customer 
Experience  
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2.2 Delivery of the Transportation Master Plan 
Defining departments or groups responsible for implementing projects that come out of the 
Transportation Master Plan helps create accountability and reduces the risk of tasks being 
overlooked or duplicated. Consultation with Town staff was an important component in defining 
these roles, establishing a realistic project lifecycle and identifying any efficiencies that can be 
achieved.  

The study team met with Town staff across various departments on the following dates to 
consult, collectively review, and establish clear roles and responsibilities for each type of 
project improvement proposed as part of the Transportation Master Plan.  

• Organizational Workshop #1: June 24, 2024  
• Organizational Workshop #2: June 26, 2024  
• Organizational Workshop #3: November 5, 2024 

One of the challenges identified from these workshops is workload as it can be difficult to find 
sufficient staff time and resources to carry out a project. Setting clear expectations on roles 
and responsibilities for each project stage allow for early preparation and planning to ensure 
that resources are allocated early.  

Table 1 details the outcome of these efforts in the form of roles and responsibilities table, 
which highlights key components of the project lifecycle and the lead and supporting 
department or group that will “champion” the efforts in each phase, including the procurement 
of additional staff resources or consultant services. Supporting agencies and partners are also 
identified. Other stakeholders not identified on the list may arise as resources. It is understood 
that the lead agency would consult and collaborate with supporting agencies and partners. 
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Table 1:  Roles and Responsibilities Matrix 

Legend 

Lead - The manager of the designated department or group is 
responsible for leading, overseeing and delegating tasks 
(Support) - Supporting staff from the designated department or 
group is responsible for assisting 

Department Section(s) 
 Oakville Transit Planning and Administration (P&A) 

On Demand Services 
Transit Operations 

 Transportation and 
Engineering 

Transportation Planning (TP) 

Design and Construction 
Neighbourhood Traffic Safety (NTS) 
Right-of-Way Management  

 Road and Works (R&W) Traffic Operations 
Road Operations 
Fleet Operations 

 Asset Management 
 Planning and Development Planning Services 

Development Engineering 
Urban Design 
Policy Planning and Heritage 

 Economic Development Financial Policy and Planning 
 Finance Development Financing and Investment Purchasing (Purchasing) 
 Parks and Open Space Parks Capital Planning and Management Forestry Services 
 Communications and 

Customer Experience 



 
    

   

  
    

 
     

       
   

          
 

 
 

 
 
 

 
 

 

 
  
 

   
 

 
 

  
 

 
   
  

 

 
 

  
 

 

 
 

 
  

 

   
 

   
 

   

  
 

   
  

 
    

 
  

 
  

  
 

  
  

  

  
 

   
  

  
   
  

 

  
  

  
  

 
 

 
 

 
 

 
 

  
  

 

  
  

 

 
 

  
  

 

 

 
  
 

 
 

  
 

 
   
  

 

  
 

  
 

 

 
 

 
  

  
    
  

 

   
 

  
  

   
 

   
  

   
 

  
  

 

   
  

  

   
 

  
  

   
  

   
 

 
 

 

   
  

 
  

  
 

   
  

 

  
 

  
     

  
 

  
 

  
 

 
  

 

 

 

  
  

   
  

 

  
  

    
 

 
  

 

  
  

    
 

 

 

   
 

   

   
 

   

   
 

  
  

   
  

   
 

   

   
 

 
   

   
 

    
 

 
 

 

   
  

 

   
  

 

   
  

 

   
 

 
  
 

  
  

   
  

 

  
  

 
 

  
 

  
  

 
 

 
 

   
 

   
  

 

   
 

   
 

   
 

   
  

 

  
 

  

  
 

  

 

  
 

   
 

 
 

 

   
  

 

   
  

 

   
  

 

 
   

  
 

  
 

  
 

  
 

                  

 
 

 

         

Project Type Agencies 
1.Planning 2. Design & Programming 3. Implementation 4. Monitoring 

Advocate for 
Funding Policies Planning Vendor 

Procurement Design Programming Construction Operations Promotion KPI* 
Monitoring 

Maintenance 
** Enforcement 

Street Network 
Town Collector Adjacent Design and Design and Design and Design and R&W Design and R&W 
and Arterial municipalities / Transportation Transportation Transportation Construction Construction Construction Construction ( Traffic Construction Transportation ( Traffic Transportation 
Network Halton Region Planning Planning Planning ( TP, NTS, ( T&E, ( Asset Operations, ( Traffic Planning Operations) Planning ( 
Improvements / MTO / ( Design and ( Planning ( Design and Purchasing Oakville Management, Finance, Operations, ( Design and R&W) 
(including Metrolinx Construction, Services) Construction) ) Transit, Finance) Asset Construction, 
widenings, Finance, R&W, Asset Management) Communications Traffic 
urbanization, rail Asset Management, and Customer Operations) 
grade separations 
and associated 
studies) 

Management) Parks and 
Open Space, 

Urban Design) 

Experience 

Neighbourhood Adjacent NTS NTS Design and Design and Design Design and NTS R&W 
Studies for Local municipalities / Transportation Transportation Transportation ( Design and ( Design and Construction Construction and Construction ( NTS, ( Traffic Transportation 
Road Halton Region Planning Planning Planning Construction, Construction, ( NTS, Asset ( NTS) Construction ( NTS, Design and Operations) Planning ( 
Improvements ( Design and 

Construction, 
Finance, 
Asset 

Management) 

( Planning 
Services) 

( Design and 
Construction, 

NTS, 
Asset 

Management) 

Purchasing) TP) Management, 
Finance) 

( NTS) 
Communications 
and Customer 
Experience) 

Construction, 
Traffic 

Operations) 

R&W, 
Traffic 

Operations) 

Active Transportation Network 
On-Road Facilities Adjacent Planning Planning Planning Design and Design and Design and Design and Design Design and T&E T&E TPE 
(bike lanes / municipalities / Services Services Services Construction Construction Construction Construction and Construction ( Asset ( Asset ( Asset 
MUTs) Halton ( Finance, ( NTS, ( NTS, ( T&E) ( T&E) ( Asset ( T&E) Construction ( T&E / Management) Management) Management) 

Region/ Asset Design and Design and Management / ( T&E) 
Municipal Management) Construction, Construction, Finance / Communications 
Enforcement Planning Planning T&E) and Customer 
Services Services) Services) Experience) 
(MES) 

Off-Road / Trail Adjacent Planning Planning Planning Design and Design and Design and Parks and Parks and Parks and T&E T&E T&E 
Facilities municipalities / Services Services Services Construction Construction Construction Open Space Open Space Open Space ( Asset ( Asset ( Asset 

Halton Region ( Finance, ( Parks and ( Parks and ( T&E, ( T&E, Parks ( T&E, ( R&W) ( R&W, ( R&W, Management) Management) Management) 
Asset Open Space, Open Space, Parks and and Open Space) Parks and Parks and 

Management) Planning Planning Open Space) Open Space) Open Space) Communications 
Services) Services) and Customer 

Experience) 
Program Halton Region Planning Planning Planning T&E T&E T&E T&E T&E T&E T&E T&E T&E 
Recommendations Services Services Services ( 

( Finance, Communications 
Asset and Customer 

Management) Experience) 
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Project Type Agencies 
1.Planning 2. Design & Programming 3. Implementation 4. Monitoring 

Advocate for 
Funding Policies Planning Vendor 

Procurement Design Programming Construction Operations Promotion KPI* 
Monitoring 

Maintenance 
** Enforcement 

Transit Network 
Town 
Improvements 
(Frequent Transit 
Routes, Primary 
Transit Routes 
and Base Routes) 

Connecting 
transit 
agencies / 
Halton Region 
/ Metrolinx 

Planning 
Services 
( Finance, 

Asset 
Management) 

Planning 
Services 
( T&E) 

Planning 
Services 
( T&E) 

P&D P&D P&D P&D P&D P&D 
( T&E, 

Communications 
and Customer 
Experience) 

P&D 
( T&E) 

P&D 
( T&E) 

P&D 
( T&E) 

On-Demand 
Improvements 

Connecting 
transit 
agencies/ 
Halton Region 
/ 
Metrolinx 

Planning 
Services 
( Finance, 

Asset 
Management) 

Planning 
Services 
( P&D) 

Planning 
Services 
( P&D) 

On Demand 
Services 
( P&D) 

On Demand 
Services 
( P&D) 

On Demand 
Services 
( P&D) 

On Demand 
Services 
( P&D) 

On 
Demand 
Services 
( P&D) 

On Demand 
Services 
( T&E, 

Communications 
and Customer 
Experience) 

On Demand 
Services 
( T&E) 

On Demand 
Services 
( T&E) 

On Demand 
Services 
( T&E) 

Other Supporting Strategies 
Implement 
Permissive Truck 
Network 

Adjacent 
municipalities / 
Halton Region 
/ MTO 

Planning 
Services 
( Finance, 

Asset 
Management) 

Planning 
Services 
( Planning 
Services, 

NTS) 

Planning 
Services 
( Design and 
Construction, 

NTS) 

T&E 
( Traffic 
Operations, 

NTS) 

T&E 
( Traffic 
Operations, 

NTS) 

T&E 
( Traffic 
Operations, 

NTS) 

Traffic 
Operations 
( T&E) 

Traffic 
Operations 
( T&E) 

T&E 
( 
Communications 
and Customer 
Experience) 

T&E Traffic 
Operations 

Traffic 
Operations 

Policy and 
Planning 
Recommendations 
to Support the 
Goods Movement 
Network 

Halton Region 
/ MTO 

Planning 
Services 
( Finance, 

Asset 
Management) 

Planning 
Services 
( Planning 
Services, 

NTS) 

Planning 
Services 
( Design and 
Construction, 

NTS) 

n/a n/a n/a n/a n/a n/a n/a n/a n/a 

Emerging 
Technologies 
Studies, Policies 
and Actions 

Halton Region 
/ 
Halton Region 
Police 
Services 
(HRPS) 

Planning 
Services 
( Finance, 

Asset 
Management) 

Planning 
Services 

Planning 
Services 
( Design and 
Construction) 

T&E T&E T&E T&E 
( Traffic 
Operations) 

T&E 
( Traffic 
Operations) 

T&E 
( Traffic 
Operations, 

Communications 
and Customer 
Experience) 

T&E T&E T&E 

Transportation 
Demand 
Management 
(TDM) Studies, 
Policies and 
Actions 

Halton Region Planning 
Services 
( Finance, 

Asset 
Management) 

Planning 
Services 

Planning 
Services 
( Design and 
Construction) 

T&E T&E T&E T&E T&E T&E 
( 
Communications 
and Customer 
Experience) 

T&E T&E T&E 

*KPI = Key Performance Indicator 

** Maintenance does not necessarily relate exclusively to the maintenance of infrastructure facilities; it can include addressing day-to-day issues related to a program 
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Notes: 

1. Recommendations have been consolidated into overarching groups for discussion purposes. Therefore, the designated Town leads/supports will vary depending on the specific project. This is not the full comprehensive, detailed list of recommendations for 
the Transportation Master Plan. 

2. There is noted to be a collaborative effort required to carry out any project and note that there are groups not included in this table that should be engaged to provide input. However, for the purposes of this exercise, only the key lead and support sections or 
departments are identified to help oversee the project. It is understood that the key contact from these groups will coordinate/delegate with other additional groups as they see fit. 
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